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STATE  OF  MONTANA 

OFFICE  OF  PUBLIC  INSTRUCTION 

GEORGIA  RICE,  SUPERINTENDENT 

CAPITOL 

HELENA,  MONTANA    59601 


Montana  State  Library 


3  0864  1006  2268  0 


August  1,  1977 


To:        School  Food  Service  Personnel 

From:      H.  Brisbin  Skiles,  Manag 
Division  of  School  Food  S 

Re:        Food  Distribution  Program  Instructions  and  Records 


This  booklet  must  be  placed  with  the  individual  responsible  for 
USDA  donated  foods  accountability .   It  is  designed  to  assist  you 
in  your  work  with  the  USDA  Donated  Food  Distribution  Program  of 
your  School  Food  Services.   Samples  of  all  forms  used  in  this 
program  are  shown.   Use  this  booklet  for  a  reference.   If  you 
have  any  questions,  please  contact  us. 
HBS : sej 
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INFORMATION  CONCERNING  USDA  FOOD  DISTRIBUTION 

In  order  to  distribute  USDA  foods,  we  must  have  the  information 
requested  on  the  Information  Sheet,  Form  (F757) .   This  information 
also  assists  us  in  sending  important  forms  to  responsible  personnel. 

Points  to  Remember 

1.  Be  Sure  to  list  the  proper  telephone  numbers  for  all  personnel. 

2.  A  summer  address  is  essential  if  the  program  wishes  to  recieve 
early  food  allocations. 

3.  If  commercial  storage  is  used,  make  arrangements  with  a  locker 
plant  each  year.   Do  not  assume  they  will  continue  service 
without  notice. 

4.  Complete  this  form  in  ink  or  by  typewriter.   However,  please 
SIGN  IN  INK. 


State  of  Montana 

Office  of  Public  Instruction 

Georgia  Rice,  Superintendent 

State  Capitol 

Helena    59601 


School  Food  Services  Program 
Information  Sheet  for  1977-78 

School  Term 
DUE  DATE:   End  of  School  Term 


6-M 


Dist.  No. 


87 


County 


Mountain 


School 


Mayberry 


The  following  information  is  needed  in  the  preparation  of  the  1977-78  school  year's  school 
food  service  forms.   Please  complete  this  form  as  accurately  as  possible  and  return  one  ~l 
copy  to:   Manager,  Division  of  School  Food  Services,  Office  of  Public  Instruction,  Helena, 
Montana   59601. 


1977-78  Administrator's  Name  John  Von 


Title  Su.p&vLnte.nde.nt 


Address  MaybeAAy,   MT   59077 


Clerk's  Name   Mt6.  Ella  Flynn 


Person  Responsible  for  Claims  for  Reimbursement  Uu.    Ella  flynn 
Person  Responsible  for  Financial  Reports  Hu.    Ella  flynn 
***********  *  ******************* 


Telephone  No.  781-4972 
Telephone  No. 


781-2249 


Telephone  No. 781-2249 


e^ 


hone 


-   Telephone  No. 781-2249 


Food  Distribution  Program  Information: 

Mail  Allocation  Cards  To M--4.  Maty  Smith 


s* 


%  *  *£  *  *  \ 


****** 


\ 


Ad&r _  s s       Mayb^iAjj.^MT  sfoll 
~\         \   %      _ 


For   Summer    (only)    Correspondence  To     MAfi*    ElZa  Flqnvf  ^    '  Address,.?  Mfli/b,&^A{/,   MT        59077 


School  Lunch  Manager     Wu>.    Ma?iy  JSnuJih 

_  * 


Cafeteria  Telephone  No. 


781-2378 


l\  \         hW_  Telephone  No.  781-7525 


Person  or  establisjament  we  should,  ship  Highly  pe'r_shab_e  USDA  foods  in  care  of: 
«-  j- 

Name    I.  G.  _0(^_ffi&_t    ^  \   N 


Address    W&>t   Bend,  MT  59078 


I 


NOTE:      Definite  arrcng'Sments  mist  be  made  with  the  person  or  persons  responsible   for 

Jfofffcction  or 'highly  peris 
new  school   t&XQ.r     y 


ma 


receipt  ^and  5_"o_%ct,ion  of  highly  perishable  foods  prior  to  the  beginning  of  the 
Person  or  establl^Hfeeat  tie   should  ship  nonperishable  USDA  foods  in  care  of: 
Name   Ma.6.  Maty  Smitte* Ad d r e s s  Maybzwiy  Elmzntasiy  School 


Name  of  freight  lines  you  wish  to  have  ship  your  USDA  foods  from  Helena_ 
F 'hxx.n\ix '.  Fa6t  TfiQA.Qht.  Linoj> 


The  Superintendent  of  Public  Instruction  reserves  the  right  to  make  any  changes  in 

shipping  that  will  facilitate  faster,  more  economical  and/or  more  dependable  service 

in  connection  with  perishable  USDA  food  shipments,  or  in  any  way  causing  extensive  loss 
or  damage  enroute. 


S igned  John  Vo<L 


Title  SupzhAntendznt 


Date  6/9/77 
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INSTRUCTIONS  FOR  ACCEPTING  ALLOCATED  US DA  DONATED  FOODS 


Allocated  USDA  donated  foods  are  offered  to  schools  on  double  postcards.   These 
foods  are  divided  equally  among  the  school  food  service  programs  according  to 
each  school's  average  daily  breakfasts  and  Type  A  lunches  served  to  children. 

The  "Food"  Columns  and  the  "Allocation"  Columns  are  completed  by  the  State  Office. 
The  "Inventory"  Columns,  "Acceptance"  Columns  and  "More  if  Available"  Columns  are 
completed  by  cooks  or  supervisors  in  charge  of  the  school  food  service  programs. 
Both  cards  should  be  filled  out  in  the  following  manner: 

A.  Inventory  Column 

1.   Count  the  number  of  cases  on  hand  of  the  USDA  foods  offered  and  list  the 
amounts  in  the  spaces  provided . 

B.  Acceptance  Column 

1.  If  the  amount  offered  can  be  used,  list  the  allocation  amount  in  the 
acceptance  column. 

2.  If  the  amount  offered  cannot  be  used  before  the  end  of  the  school  year, 
enter  the  amount  which  can  be  used  in  the  acceptance  column.   A  reduction 
or  rejection  does  not  affect  future  offerings  of  like  foods. 

3.  Use  numbers  when  filling  in  amounts. 

G.   More  if  Available 

1.   Complete  this  column  only  if  your  program  can  use  more  of  a  food  than  is 
listed  in  the  "Acceptance"  Column.   Use  numbers  in  the  spaces  provided. 

D.   Complete  the  card  by  filling  in  the  four  spaces  at  the  bottom.   Please  sign 
i-n  ink.   Detach  the  pre-addressed  card  and  mail  immediately.   Retain  the 
other  card  for  the  school's  file. 

Example  of  completed  USDA  Food  Acceptance  postcard: 


a  F142-020500— 6/76  Rev.f  USDA  DONATED  I 1   •"■         \ 

FOODS  ACCEPTANCE  |   >rM<-"|  \ 


\ 


Fill  in  the  spaces  below  showing  your  present  inventory  a«d*  the  amount  ycfcj     «•'■' 

will  accept.    Return  this  card  immediately  to  ScljooJ  F(5oa  Services»»as  this  constfc  \  \ 

tutes  an  acceptance  on  all  USDA  donatecWoods  listedjjelow.     I    *  * 

,     """"'  •■*•  \  %    I  If 

„,_  _  •*""  -  .        -»  „      ,  '     *  More  Hi 

FOOD^*""  *"  Allocation      /CiT«Kor|       Acceptance     Available    .         * 

~~      FZ.   CUT-UP  jcWcKEN     V       S>    y,    .5        *     iff 5  *■>  ~  J    ^. 

I H  d&NED  PEACJHES^  \  \  **  •   x  j         \^JQ  A      *"" 1 

f-~**^ T  E5   \ ~\ *\ — Z^  ~~"^ 

»      $     PROCESS  CHBE$fc>      ,  \  »  "3  ^  1  3  1 

■    J^aybeA^ «-_ Signer!  Mu.   MaAu  Smith 


n^       70-(W7 Tit[ft  School  Lunch  Manage*. 


FREIGHT  BILLS 


The  freight  bill  is  your  record  that  a  food  shipment  in  the  amount  specified  has 
been  delivered  in  satisfactory  condition. 

A.  Directions  for  Receiving  Freight  Bill 

1.  Count  amount  received.   Compare  with  amount  listed  on  freight  bill 
while  agent  is  still  present. 

2.  Note  condition  of  foods  while  agent  is  present. 

3.  Sign  the  freight  bill  and  file  the  copy  received. 

B.  Directions  in  the  Event  of  Exceptions 

1.  Request  agent  to  note  any  overage,  shortage  and /or  damage  on  both 
freight  bills  (the  agent's  copy  and  your  copy)  before  signing  them 

2.  Refuse  any  portion  of  damaged  goods  that  cannot  be  used. 

3.  Notify  the  School  Food  Services  Office  of  any  overage,  shortage  and/or 
damage  immediately  on  a  USDA  Food  Exception  Card. 

4.  Request  a  Freight  Exception  Report  from  the  agent.   Mail  the  Freight 
Exception  Report  and  2  photo  copies  of  the  freight  bill  (Consignee 
Memo)  to  the  School  Food  Services  Office. 

5.  The  School  Food  Service  Office  must  file  all  claims  against  carriers. 


USDA  FOOD  EXCEPTION  NOTICES 

The  USDA.  Food  Exception  Notices  are  used  to  report  differences  found  between 
deliveries  and  freight  bills . 

A.   Directions  for  Completing  USDA  Food  Exception  Notices 

1.  Compare  number  of  units  listed  on  freight  bill  with  number  of  units 
delivered.   If  there  is  a  difference,  complete  and  mail  the  USDA  Food 
Exception  Notice. 

2.  Enter  bill  number  and  date  from  freight  bill. 

3.  Complete  all  information  in  ink.   Mail  immediately. 

4.  USDA  Food  Exception  Notice  cards  are  attached  to  this  booklet. 
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On  the  last  shipment  of fafl Z ?M-*&?iormd  Bg.ftrf ^_  there  was  I  "  « 

a^t**-      -'  (Name  of  ga*d)  "■*    _  »      »  I     "«•  ,  j 

a  drffiSrelKe5  of I unitfe).     it  I    ,**  \    1  .    S  I 


/*■">■  OveLJL \ Slider       %     _,  £ ^  ..  - 1  *_ 

Iv^W  Niimter/e&J*.  -     W****.    .  t    »    ,70-27-77       _ 


i 


3   '.  Mayblvffl  'hfynewtaMf 


Signature     ^jU/16  .HflaAi/  Siru'^h 


Date         70-24-77 Phone  No.       781-2378_ 


FOOD  DISTRIBUTION  RECEIPT  AND  BILLING  FORM  -  (F338) 


The  Food  Distribution  Receipt  and  Billing  is  a  form  on  which  schools 
acknowledge  receipt  for  USDA  donated  foods  shipped  during  the  time 
specified.   It  is  also  a  bill  to  cover  cost  of  handling  the  foods 
including  prepaid  freight  from  Helena. 

A.  Points  to  Remember 

1.  Compare  foods  listed  and  number  of  units  on  billing  with  Food 
Distribution  Program  Register  and/or  Freight  Bills. 

2.  Sign  both  copies  in  ink. 

3.  Give  the  white  copy  to  the  Superintendent  or  Clerk  for  payment. 

4.  Return  the  buff- colored  copy  to  the  School  Food  Services  office 
within  due  date  specified  on  the  billing. 

B.  In  the  Case  of  an  Exception 

1.  If  using  commercial  storage,  check  the  locker  plant  before 
reporting  a  shortage. 

2.  Report  any  shortage  or  overage  in  the  left  column  of  the  Receipt 
and  Billing  form. 

3.  If  you  have  reported  an  exception  and  later  it  is  cleared,  please 
notify  the  School  Food  Services  office  in  writing. 

4.  Pay  amount  charged.   Any  amounts  due  the  school  on  lost  or  damaged 
foods  will  be  credited  to  the  school's  account  after  the  claim 
against  the  carrier  has  been  paid  to  the  state  office. 

C.  Certification 

1.   The  Certification  at  the  bottom  of  the  Receipt  and  Billing  form 
should  satisfy  any  certification  your  district  or  county  may 
require  for  payment  of  a  bill. 


State  of  Montana 

SCHOOL  FOOD  SERVICES 

Office  of  Public  Instruction 

FOOD  DISTRIBUTION  RECEIPT  AND  BILLING 

6-M 

Georgia  Rice,  Superintendent 

AUGUST  22,  1977  THROUGH  OCTOBER  21,  1977 

Helena   59601 

District  No. 


87 


County 


Mountain 


School 


Mayberry 


Each  US DA  food  listed  below  was  shipped  to  your  school  during  the  period  shown  above.   Please 
indicate  receipt  of  these  items,  noting  any  shortages  or  overages  in  the  left-hand  column,  and 
sign  the  certification.   Make  warrants  payable  to  the  COMMODITY  REVOLVING  FUND.   Mail  warrants 
and  the  buff-colored  copy  of  this  form  to  Manager,  Division  of  School  Food  Services,  Office  of 
Public  Instruction,  State  Capitol,  Helena,  MT  59601.   The  white  copy  of  this  Receipt  and 
Billing  form  should  be  retained  for  your  files  and  the  buff-colored  copy  signed  (IN  INK)  and 
returned  immediately.   Payment  is  due  in  this  office  on  or  before  December  5,  1977 . 


SHORT  OR  OVER 

USDA  FOOD 

UNITS 

>? 

Canned  Beef            Shipped  &/ 25/ 7 7,  x 

7 

Process  Cheese         SJ*ipped  8^25^/7 

20 

Natural  Cheddar  Cheese  Shipped  8/25,477; 

\        ii 

Frozen  Orange"  Ju^fte^   ShVp^ed  9/2/77%^ 

>    31 

ButJ^fr       %  \   #  ,  Ship^ecK9/a»/77^ 

22 

^ 

Process lChaese   v  S       Shipped  9f*24/77 

10 

y 

Natural*  C%dW  ChY^e  Shipped  9/24/77 

6 

».  Dry  Pi? ted  Prdnes  ^      Shipped  9/24/77 

7 

V 

\,  Peanut  dil^"          Shipped  9/24/77 

14 

1 1 , 

\ 

t   Butt-er                 Shipped  10/1/77 

16 

^  <■*<'.' 

"Frozen  Peas            Shipped  10/1/77 

10 

\     ~      * 

Dry  Milk               Shipped  10/23/77 

20 

** 

Canned  Peaches         Shipped  10/23/77 

11 

Process  Cheese         Shipped  10/23/77 

9 

1 

I  certify  all  shipments  were  received  in  above 
amounts  and  in  good  condition,  except  as  noted, 

Waxy  Sm^th 

(Signature  in  Ink) 

School  Lunch  ManagzA 


Total  Number  of  Units  -  -  

@  $1.75  Per  Unit      _$_ 

Credit  $ 


194 


339.50 


TOTAL  DUE 
COMMODITY  REVOLVING  FUND   $    339.50 


*********************************************** 

I  certify  that  this  claim  is  correct  and  just  in  all  respects,  and  that  payment  or  credit  has 
not  been  received. 

COMMODITY  REVOLVING  FUND  -  OFFICE  OF  PUBLIC  INSTRUCTION 

Signed  H.    RtLJ&bln  S\iiZoJ>         Title  ManageA,   VlviA^on  q£  School  Food   SeAiU-C&SDate  Oct.    31,    797 
F338-020500-10/77  Rev.  al  


INVENTORIES 

Inventories  are  a  list  of  USDA  donated  foods  on  hand  at  a  specified  date 
and  are  requested  by  the  United  States  Department  of  Agriculture. 

A.   Points  to  Remember 

1.  Two  inventory  forms  are  sent  to  schools  in  February  and  May  to 
be  completed  after  lunch  is  served  on  the  last  school  day  in 
February  and  the  last  day  lunch  is  served  for  the  school  year. 
Submit  immediately  after  forms  are  completed. 

2.  Physical  count  of  USDA  foods  on  hand  should  be  taken,  listing 
only  full  units  (cases,  bags  or  balers). 

3.  Sign  the  form  in  ink.   Mail  one  copy  to  the  Division  of  School 
Food  Services  Office  and  retain  one  copy  for  the  school's  files. 

4.  Use  USDA  foods  during  the  year  they  are  allocated  with  the 
exception  of  those  foods  received  too  near  the  end  of  the  school 
term  to  be  reasonably  utilized.   Excessive  inventories  at  the 
end  of  the  year  will  be  deducted  from  future  allocations. 


State  of  Montana 

SCHOOL  FOOD  SERVICES  PROGRAM 

Office  of  Public  Instruction 

END  OF  YEAR  INVENTORY  REPORT 

Georgia  Rice,  Superintendent 

USDA  DONATED  FOODS 

Helena   59601 

DUE  DATE:   END  OF  77-78  SCHOOL  YEAR 

District  No, 


County 


Mountain 


School 


Mayberry 


THIS  INVENTORY  SHOULD  BE  TAKEN  ON  THE  DAY  YOUR  PROGRAM  IS  CLOSED  AT  THE  END  OF  THE  SCHOOL  YEAR. 

A  physical  count  of  the  full  units  of  USDA  foods  should  be  listed  below  in  the  spaces  provided. 
Partial  cases,  balers,  etc.  should  not  be  listed.   Immediately  return  one  of  the  completed  copies 
to:   Manager,  Division  of  School  Food  Services,  Office  of  Public  Instruction,  Helena   59601. 


USDA  Donated  Foods 

Number 

Units 

USDA  Donated  Foods  (continued) 

Number 

Units 

Frozen  Cut  Up  Chicken 

0 

Boxes 

Margarine 

6 

Cases 

Canned  Fruit  Cocktail 

0 

Cases 

Dry  Milk 

1 

Bags 

Canned  Green  Peas 

0 

Boxes 

Frozen  Orange  Juice  Concentrate 

J 

Cases 

Frozen  Green  Peas 

0 

Boxes 

Canned  Peaches              ** 

X 

Cases 

Frozen  French  Fried  Potatoes 

0 

Boxes 

Canned  Pears          r          jf   , 

p  % 

Cases 

Frozen  Turkey  Rolls 

0 

Cases 

Peanut  Butter  ***                            * 

•^ases 

Canned  Applesauce 

0 

Cases 

Peanut>0il          v  \ 

\         1^ 

Ca\es 

Canned  Apricots 

0 

Cases 

Roasted  FeaaflC*  \                   „*• 

0   " 

Cases 

Frozen  Green  Beans 

0 

Bo:£es 

PelnuM;  GraVulejp        *"  ^» 

Cases 

Canned  Green  Beans 

0 

Cases  ^ 

CWnfd_  >flums\  j               ^ 

0 

Cases 

Dry  Pinto  Beans         ^** 

»    «• 

2  I 

%gs 

*n Canned Ne^hed  Poultry  (Chicken) 

0 

Cases 

Canned  Beef  in  Natural  J^cls. 

i 

6     . 

\c\ses 

RItffe  ^ 

1 

Bags 

Frozen  Ground  Beef  \   ^  •*  "* 

i  o 

1  BjDxes 

iPeanut  Shortening 

4 

Cases 

Frozen  Ground  Beef  Patmies  <,- 

BcJces 

Canned  Sweet  Potatoes 

0 

Cases 

C 
Butter                \ 

^4 

-> 
Cases 

Canned  Tomatoes 

0 

Cases 

0 

Natural  Cheddar  Cheese 

* 

3 

Boxes 

Canned  Tomato  Paste 

1 

Cases 

Process  Cheese 

6 

Cases 

Frozen  Turkey  (2  birds  per  box) 

0 

Boxes 

Canned  Whole  Kernel  Corn 

0 

Cases 

Other  USDA  Foods  Not  Listed  Above: 

Canned  Cranberry  Sauce 

3 

Cases 

All  Purpose  Flour 

5 

Balers 

Frozen  Lemon  Juice  Concentrate 

4 

Cases 

I  certify  that  the  above  USDA  Donated  Foods  are  on  hand  at  the  end  of  the  1977-78  school  year 
and  that  they  are  adequately  protected  from  loss  due  to  improper  storage  or  theft. 


S  igned  \hoJivi  Smith 


Title  Schoot  Lunch  ManaqeA 


Date  5/1.9/78 


.F757-020500-6/77  Rev.  i 
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EXCESS  USDA  DONATED  FOODS  MEMO 


This  form  is  used  to  report  excess  foods  which  could  be  moved  to  another  program 
for  use. 

A.   Points  to  Remember 

1.  The  memo  is  sent  during  the  school  term. 

2.  Schools  should  transfer  only  foods  which  are  in  excellent  condition. 

*   *   *   *   * 


To:    Administrators  of  School  Food  Service  Programs 

From:   H.  Brisbin  Skiles,  Manager 

Division  of  School  Food  Services 

Re:     Excess  USDA  Donated  Foods 

Federal  regulations  require  that  foods  donated  by  the  United  States  Department 
of  Agriculture  be  allocated  to  schools  for  use  during  the  year  in  which  they 
are  received. 

Your  school  may  have  accepted  USDA  donated  foods  in  the  past  which  are  difficult 
to  utilize  in  your  program.  In  an  effort  to  make  these  foods  available  for  the 

feeding  of  children,  please  list  all  foods  and  amounts regardless  of  date 

received which  are  in  excess  of  your  needs,  so  that  we  may  arrange  a  transfer 

to  school  programs  which  are  able  to  utilize  additional  quantities.   Release  of 
excess  foods  for  transfer  will  have  no  effect  upon  future  allocations  and  the 
releasing  school  will  not  be  billed  for  transfer  charges. 

Please  complete  this  memorandum  and  return  to  the  Office  of  Public  Instruction, 
Division  of  School  Food  Services,  State  Capitol,  Helena   59601. 

Foods                             Quantity 
Vhldd  Pminu ?  ^n      _ 


Canned  Smzt  VotcutoU 2  aUU  ,^  «— \ 


CnxmbznJivi  Sau.ce ,  —  -f-coae.  ^ *• « 


Thl  U^DiWfq^ds  list  Id'  aJpoVe  wild,  ^e  reV^sed  and  are  available  for  transfer. 

School  ^^mkaJUUJI  tj       V-»        -*     Signed    Jofw  Po& 

Date*  Ta.Ym.aAu  IH,    Wl % Title  SuyztUwt&ndejU 
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SUGGESTED  FILING  SYSTEM  FOR  FOOD  DISTRIBUTION  PROGRAM  MATERIALS 


The  following  outline  might  be  an  effective  filing  system  for  Food  Distribution 
Program  forms  and  information.   Manila  folders,  letter  size,  will  fit  Food 
Distribution  Program  materials  and  these  can  be  placed  in  a  narrow  metal  or 
paper  file.   An  accordian  type  paper  file  can  also  be  used.   The  following 
divisions  are  suggested  for  the  forms  which  are  listed  below. 

1.  Food  Distribution  Information 

a.  Photo  Copy  of  USDA  Donated  Food  Agreement 

b.  Information  Sheet 

c.  Instruction  Book 

d.  Correspondence  Concerning  USDA  Food  Distribution  Program 

2.  USDA  Donated  Food  Allocations 
a.   Allocation  Cards 

3.  Food  Distribution  Billings,  Current 

a.  Food  Distribution  Receipt  and  Billing  Form 

b.  Freight  Bills 

c.  USDA  Food  Exception  Notices 

4.  USDA  Donated  Foods  Inventory 

a.  February  Inventory 

b.  End-of-Year  Inventory 

c.  Excess  USDA  Donated  Foods  Memo 


